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Chapter 4
Training Completions and Evaluations

Chapter Overview

Introduction This chapter explains the processes related to documenting training
completions and evaluations and required training to include updating the
employee'srecord. It also includesretrieving required and compl eted
training, and attendee lists.

See Also Module 1, Fundamentals of the Modern DCPDS

" Chapter 6, Retrieving Records

Chapter 7, Folders
Module 7, Employee Training and Devel opment Using the Modern DCPDS
Chapter 1, Requesting Training
Chapter 2, Administering Training
Chapter 3, Managing Enrollments, Cancellations, and Attendance
Section: Enrolling an Employee

Chapter 6, Reports
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Chapter Overview, Continued

Who Does It i _ ) _ o

== Components will determine who has this responsibility.
Bef oreYou - Employee’ straining history, both completions and non-compl etions will
Begin be recorded in Oracle HR, People Window (Special Information Type),

when you document it in OTA.

Beforetraining isrecorded in OTA, business rules require course
evaluations by both the employee and supervisor be completed. Once the
evaluations have been completed, the Evaluation report is set to run daily,
and the enrollment status is shown as compl eted.

Each location, normally the OTA Training Administrator, must set up
daily Reports to run Course Evaluations for the employees on the day
after a courseis scheduled to complete. Thisisa one-time set up. See
Chapter 6 for instructions.

Although every employeeis scheduled to have alog on and 1D capability,
all may not have immediate accessto a PC. |In the cases where an
employee does not have a Civilian Inbox, the evaluation will be sent to
the supervisor or training monitor as determined by the Component.
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Managing Completions and Evaluations

Purpose This section will show you how both evaluations and completion
certifications are processed by the employee and supervisor prior to
forwarding for inclusion in the employee’ srecord. On the day after
graduation of the Event, OTA will flow the Employee Course Evaluation to
the appropriate person.

To the employee, who will Then
Annotate training was compl eted. Forwaro_l to the supervisor for
Complete the Course Evaluation. | COmpletion of the Manager

Evaluation.
Then
The supervisor will: If training was not completed,

Complete Manager Course | the supervisor will:
Evaluation. - Notify appropriate
Certify completion. personnel.
Save.

Completed Training

in HR will be

updated.

Continued on next page
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Managing Completions and Evaluations, Continued

Completing the  This describes the procedures that employees and managers will normally
Evaluations follow in completing a course evaluation.

Step

Action

1

On the day after graduation, the Employee Cour se Evaluation
will display in the Training Contact or the employee’s Civilian
Inbox. If the employee does not have a Civilian Inbox, the
Evaluation can be forwarded to the employee by

Email, or

A printed copy from OTA can be provided, or

The employee can compl ete the evaluation on the Training
Contact’s computer.

5 Lmplopes Lourss kvalushion
Certificato of C

Cmplovee Name |“clly. James W
Course Title [3ASIC MG T ZMPRELAT

Fard Nat= | 12 MOY 1329

Start Date

Superyisor

pid you successfully complete this coursev @ fes Cino

It yes, what grads did you receive?

@ Satistactory ® CEU:
C Pasead () Semastor:
C Bumexric Score: O Quarter:

O Letter Grade: O Honc

change tha srarement. 11srad helow Thar hesr rRPpresAnTE The AXTANT
rn which you agres nr disagres with s
1. c
. the ekille to b the t: i ion.
3 - Meither Agree Mor Disogree _i e = oD 0 e e S S S ) e e
(1f description was not prowvided, amswer "3' neither

agree nor disagree) .

3. Coursc adequatcly covercd the subjoct mattor and
supported learning objectives.

|3 = Nilhien Ay ywe N s ‘j|

— El i
3= Maither sgres Ior Jisagres j|
| o 9 Lhe inslruclivnal pruvess.

4. The level of difficulty of the course content was
[3 = 4siter Agrea Mo Disagres 7] g e, (ECeen GEr i AF i Hengn oo
strongly agres.)

5. The instructor was effective:
- Demonstrated a thorough knowledge of the course
|3 = Meither Agree Mor Disagree :J| content ;
- Made good use of classroom time;
- Dirscted group instruction effectivsly.

6. The course contributed to my knowledges/skills and
ny objectives for taking this course were adequatsly
net.

|3 = Meither Agree Mor Disagree _'J

. 7. overall, the facilities were adequate for trainin
|3 = Meither Agree Mor Disagree :J s &l

purposes.

3=Neither Agree Nor Disagree Ll 8. I would recommend this course to my colleagues.

Comments

I

Ll

Continued on next page
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Managing Completions and Evaluations, Continued

Completing the Evaluations (continued)

Step

Action

The employee compl etes the Evaluation, savesit, and forwards it
to the manager/supervisor by selecting a name from the LOV. The
Manager/Supervisor receives it and clicks <Respond> to open and
complete the M anager Cour se Evaluation.

EI e

@J CH X Query Only Open Notifications
Date Time Received RPA Description & Reguest Number Comment

20—JUL—1999 [EEFEE Employee Course Evaluation

20-JUL-1999 14:37:03 Employee Course Evaluation

[ 20-JUL-1999 14:37:02 Employee Course Evaluation

[ 20-JUL-1999 14:37:02 Employee Course Evaluation

[ 16-JUL-1999 10:00:17  CAO/TRANSFER R q Failure: Meli Cruzenrigq

[ 15-JUL-1999 07:27:30 Update HR Complete : RPA : Career-Cond Appt : Req# 99JUL001934

[ 13-JUL-1999 14:10:30 RPA: Termination-Exp of Appt : Reqg¥ SUSPENSE:4148

| 13-JUL-199914:08:31 RPA: Termination-Exp of Appt : Reg# SUSPENSE: 10214

[ 09-JUL-1999 16:51:24 RPA: Change to Lower Grade : Req# 99.JUL001913

mZS—JUN—1 999 16:52:57 RPA : Realignment : Reg# 99.JUN001375

A

Message

The Certification of Completion and Evaluation for ADY PAVEMENT DESIGN is forwarded to you, notify =
MONA HAVELREE to complete the Course Evaluation.

Respond ! ‘ Open !

The supervisor responds to the question, “Did the employee
successfully complete this course?’ by clicking the Yes or No
button.

The supervisor responds to the three statements on the Evaluation
using the drop down menu for each and places any free-flow
remarksin the Comments fields.

% Manager Course Evaluation

Employee MName IKe\Iy, James W
Emploves

Manager lFaucheux Sharon CPMS

Course |EIAS\C MGMT EMP RELAT

pid employee successfully complete this course? C ¥es @ Ho

Choose the statement listed below that best represents the extent
to which you agree or disagree with ecach statement.

I _-” 1. The training objectives were met.

| _” 2. This course made a positive impact on the employee's
job performance.

I L” 3. I will schedule other employees with similar
regquirements to attend this course.

Comments

I

Continued on next page
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Managing Completions and Evaluations, Continued

Completing the Evaluations (continued)

Step

Action

5

If the supervisor needs to view the Employee Evaluation, the
supervisor clicks the <Employee> Taskflow Button on the
Manager Course Evaluation Window. The Employee Course
Evaluation displays. The Employee Course Evaluation now has a
<M anager > Taskflow Button that is used to toggle back to the
Manager Course Evaluation Window.

7% Employee Course Evaluation [Read-Only) X
—Employee Certifi of Completion =]
=
Employee Name||
Managet. I
Course Title
Start Date End Date i
Supervisor

Once the supervisor completes the evaluation, certifies
completion, and savesiit, the training occurrence will flow to HR
Completed Training.

Note: The Evaluation(s) flow to the HR office that initiated the
report. It does not display in a Civilian Inbox. Personnel in the

HR office can access and print the Evaluations by going to the
Navigation List and clicking Employee Course Evaluation or
Manager Course Evaluation. Scroll through all evaluations by
placing your cursor in the Course Title data field of the Employee
Course Evaluation and clicking the Page Up/Down keys.
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Recording Completed Training in HR

Recording Completed  This procedureis for documenting training not completed through the
Trainingin HR OTA process, e.g., self-devel opment, completed at another Component
and not recorded.

Step Action

1 On the Navigation Window — ST Completed/Required Training
— <Open>.

2 The Find Person Window displays. With the cursor in the Full
Name data field, click the LOV and click the employe€’ s name.
Click <OK>.

EZ Find Person

Full Mame

Ermployee Murmber

Applicant Number

Sacial Security

Clear | Hew | Find |
3 | TheFull Name and Employee Number fields populate. Click
<Find>.
4 | The People Window displays with the data fields populated. Click
<Special Info>.

5 The Special | nfor mation Descriptive Flexfield displays. Use the
left scroll bar to select Completed Training. Click the Detail data
field to display the employee’ s completed training.

Continued on next page
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Recording Completed Training in HR, Continued

Recording Completed Training in HR (continued)

Action

The Completed Training Descriptive Flexfield displays. Usethe
LOV to input the following data fields:

Note: Not all fields need to be completed. Each Component
selectsthe items required by their training policy.

[ Completed Training =] B
& é’ ?
Course Title i‘
Total Course Hours |8
Class Start Date  |20-AUG-1998
Class Graduation Date  |20-AUG-1998
Course Grade |3 Satisfactory
Date Withdrawn
Actusl Tatal Cost |40
Actual Direct Cost |0
Actual Indirect Cost |40
Funded By Direct
Funded By Indirect o Base
Funding Source M Army Civil ¥Works
Direct FEC D [
ndirectPECID |
Training Source |2 2 Government [Non-DoD])
Type |LAd New Employee Orientation
kethod O Classrm Onsite
Friarity Indicatar v 1 Critical/Mandated
Course Code
Decision Source (4 Mandated Mot on ATP [or IDP)
FCS Cost Indicator
Local Code |
hMajor Claimant MAJCOM Data |
Course Categony [8-L ORIENTATION
Course MName [8-L Mew Employee Orientation 4[2‘
A »
clear | cancel | [ ok ]

Training: Completions and Evaluations

Continued on next page
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Recording Completed Training in HR, Continued

Recor ding Completed Training in HR (continued)

Step Action
6
(cont)
Data Field Description/Action
CourseTitle Typethetitlein ALL CAPS.
(120 characters)

Total Course Hours | Total for duty and non-duty.
Class Start Date Type in the date.

Class Graduation Typein the date.
Date

Course Grade Click the LOV to sdlect the letter
grade.

Date Withdrawn Typein the date, if appropriate.
Actual Total Cost Total of Direct and Indirect Cost.
Actual Direct Cost | Typein dollar amount.

Actual Indirect Cost | Typein dollar amount.

Funded by Direct Click the LOV to make a selection.
Funded by Indirect | Click the LOV to make a selection.
Funding Sour ce Click the LOV to make a selection.
Direct PEC ID (AF | Typein the number.

use)

Indirect PEC ID Type in the number.

(AF use)

Training Source Click the LOV to make a selection.
Type Click the LOV to make a selection.
M ethod Click the LOV to make a selection.
Priority I ndicator Click the LOV to make a selection.
Course Code Optional use.

Continued on next page
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Recording Completed Training in HR, Continued

Recor ding Completed Training in HR (continued)

Step Action
6
(cont)
Data Field Description/Action

Decision Source Click the LOV to make a selection.
PCS Cost Indicator | Click the LOV to make a selection.
L ocal Code Optional use.
Major Claimant Optional use.
MAJCOM Data
Course Category Click the LOV to make a selection.
Course Name Grayed out.

7 Click <OK>. The completed course displaysin the Details
Region of the Special | nformation Window. Click Save on the
Toolbar.

f Note: Y ou may record incomplete training, using the same DDF
by typing in the Date Withdrawn, and selecting from the LOV
(Incomplete, No Show, or Unsatisfactory) for the Course Grade
data field.
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Recording Required Training in HR

Purpose This section will show you how to record or update Required Training in HR.

In ThisSection  The following topics are covered in this section.
Accessing the People Window
Recording Required Training

See Also Module 7, Employee Training and Devel opment
Chapter 4, Training Completions and Evaluations
Sections: Managing Completions and Evaluations
Recording Completed Training History in HR

Who Does It
:ﬂ!'_. Components will determine who has access to employee records.

Accessing the
People Window

Step Action

1 On the Navigation Window — ST Completed/Required
Training > <Open>.

Continued on next page
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Recording Required Training in HR, Continued

August 25, 2000

Accessing the People Window (continued)

Step

Action

2

The Find Person Window displays. With the cursor in the Full
Name datafield, click the LOV and highlight the employee's
name. Click <OK>.

B Find Person =] E3
Full Mame
Employee Mumber
| Applicant Mumber
: Social Security
Clear Hew | Find I

The Full Name and Employee Number data fields populate.
Click <Find>. The People Window displays.

Recor ding Required
Training

Step

Action

1

The People Window populates with Name and other employee
information.

Click <Special Info>.

= XS ae £l = 2 =&

=13

|
Type [Employee
Hire Date [27-0CT-1976

st [Wwebb Female j
otte

Social Security
Employee [1621

Applicant

Age [

Effective Dates
’7 From [27-OCT-1976

Assignment | | Extra Information

Training: Completions and Evaluations

Continued on next page
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Recording Required Training in HR, Continued

Recor ding Required Training (continued)

Step Action

2 | The Special Information Descriptive Flexfield displays with the
employee name on the Title Bar. Use the left scroll bar next to the
Name data field to select Required Training or press F7, type
Required%, and press F8 on your keyboard. An*“X” inthe

I nformation Exists checkbox indicates that Required Training has
been inputted. The Details Region indicates the Start and End Date
of the Required Training, a Detail column, and a blank Descriptive
Flexfield.

Place your cursor in the Detail data field in the Details Region and
double click. The Required Training Descriptive Flexfield
displays.

B Special Information [ADAMS, Mr. DAVE]

Infarmation
_Mame Exists
~ | ([NAF Rev Pay Salary

‘ NAF Rev Pay Taxes
HOA Transactions

i i

Details

Start Date End Date Detail [1
;IIJLSEPJQQB

Continued on next page
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Recording Required Training in HR, Continued

Recor ding Required

Training DDF
Step Action
1 On the Required Training Descriptive Flexfield, click the LOV to
input the needed data:
= Required Training =] =3

Jd

Course Title =

Feguired Start Date

Required End Date

Frojected Indirect Cost

Frojected Direct Cost

Frojected Total Cost
Twpe
Source

Course Categony

Course MName

Jr B
Data Field Description/Action

CourseTitle Click the LOV.
Required Start Date Typein the date.
Required End Date Typein the date.
Projected I ndirect Cost Typein dollar amount.
Projected Direct Cost Typein dollar amount.
Type Click the LOV.

Source Click the LOV.

Course Category Click the LOV.

Course Name Click the LOV.

2 Click <OK>. The Detail datafield populates with a string of data.

3 Click Save on the Toolbar.
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Retrieving Completed/Required Training in HR

Purpose This section will show you how to retrieve Completed and Required training
information from Oracle HR. Theseretrievals can be accomplished for a
specific employee srecord or for alist of employeeswith similar training
experiences.

In This Section  The following topics will be covered in this section.
Accessing the People Window

Retrieving Employee' s Training Data
Retrieving Completed Training for a List of Employees

See Also
" Module 1, Fundamentals of the Modern DCPDS
Chapter 6, Retrieving Records
Who Does It i | ) )
== Componentswill determine level of accessto employee records.
Before You The Completed Training and Required Training arein Oracle HR and can be
Begin accessed through the Special Information Type (ST) onthe OTA Navigation

List.

Continued on next page
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Retrieving Completed/Required Training in HR, continued

Accessing the
People Window

Step Action
1 On the Navigator Window — ST Completed/Required Training
— <Open>.

2 The Find Person Window displays. With the cursor in the Full
Name datafield, click the LOV, and click the employee’ s name.

Click <OK>.
[ Find Porson )
|

Full MName

Ermployee Mumber

Applicant Number

: Social Security

Clear New | Find I

3 The Full Name and Employee Number data fields popul ate.
Click <Find>. The People Window displays.

Retrieving Training
Data on Individual
Employees

Step Action
1 | ThePeople Window populates with Name and other employee

information populated.
Click <Special I nfo>.

Last [w/ebb Female J Type [Employe
First [Charlotte Hire Date [27-0CT-1976

Tite i
Prefix Social Security
Suffic Employee 1621
Middle [A Applicant
erso

nal Information
irth Date [11-A0G- Age
Mationality Status
Wy'ork Telephone Email
Mail To I~ Has Disability
Date Last verified
Effective Dates
r From [27-OCT-1976 To 1
Validate

Address | i | Extra i Special Info | Others... |

Continued on next page
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Retrieving Completed/Required Training in HR, continued

Retrieving Training Data on I ndividual Employees (continued)

Step Action

2 The Special Information Descriptive Flexfield Window displays
with the employee name on the Title Bar. Use the left scroll bar
next to the Name data field to select Completed Training or
Required Training or do a query (click F7, type Completed%, and
click F8).

B 5 pecial Information [Abad. Patricia A]

Information

Mame Exists
;ﬁCnmpleted Training =
=
-
| =
— Details
Start Date End Dats Dietail 1
29-JUL-1997 97 SEX HARASS REFRSH.2 29-JU
21-JUL-1997 25-JUL-1997 LPS WORKSHOP.40.21-JUL-1997.¢ |
29-AUG-1996 29-AUG-1996 96 SEX HARASS REFRSH.2.29-AL |
23-JUL-1996 25-JUL-1996 AUTO RESOURCES MGT.24.23-JU |
15-MAY-1995 15-MAY-1995 95 SEX HARASS REFRSH.2.15-MZ |
06-DEC-1994 06-DEC-1994 94 HIV/AIDS TRNG.1.06-DEC-1994 |
08-JUN-1994 08-JUN-1994 94 SEX HARASS REFRSH.1.08-JU |
14-FEB-1994 18-FEB-1994 FUNDMNTLS LPS/LGE.A0.14-FEB- |
<[ [14-auG-1992 14-AUG-1992 PREVENT SEX HARASS.8.14-AUC |
[ ]
| ] <Ligt>

To count the total number completing the training, click Query on
the Toolbar, then click Count Matching Records. The Message
Bar givesyou the total count.

3 If the Information Exists checkbox is salected, datais available.

The Details Region indicates the Start and End Date data fields of
the Completed Training. Thereisa Detail datafield and a blank
DDF. Placeyour cursor in the Detail data field in the Details

g Region and click.
l Note: Sinceonly eight entries display on the window, the count at
the bottom of the window shows the total number of completions.

4 The Completed Training DDF displayswith completed training
or required training data.

5 Take action as needed. Exit the window.
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Retrieving Completed Training in HR for a List of Employees

Retrieving Training for a
List of Employees

Step Action

On the Navigation Window — View — List — People by
Soecial Information Type — <Open>.

The List People by Special Information Window displayswith
nine data fields and a blank Descriptive Flexfield.

JZZ List People By Special Information

|

Special Information Type

Find
Dietails

Full Mame Type

Employee Number  Applicant Number  Start Date End Date

|«

|

Click the bottom scroll bar to view the second half of the window:

= S S

Find i

Start Date End Date Details [1

With your cursor in Special Information Type data field, click the
LOV. (The shortcut method isto input %Completed Training%o or
%Required Training% in the data field and click Enter.)

Continued on next page
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Retrieving Completed Training in HR for a List of Employees,

Continued

Retrieving Training for aList of Employees (continued)

Step

Action

4

Select Completed Training or Required Training from the LOV
and click <OK >,

Find |%

Swoecial Information Twoe

ICO - 1102 Series

20 - AF Technical Appraisal
LACC - Assignment Fewiew
IC0 - Career Infarmation
IC0 - Contracting Officer
K0 - Crit Ao Posn Waivers
KLC0 - Other CAR Walkvers
IC0 - PEO Waivers

20 - PR And DPR YWaivers
ILC0 - SO0 Walvers

IC0 - SES YWalvers

20 - Yarrant Data

IF Career Management Frograrm
KGR Prof Dew Program Data
KGR Reassignment Data
llowances And Special Pay
uppraisal - Non-Appr Fund
Esrrs Career Program
Cedifications

Completed Training

Contributions Info
Cost Budget Info

L[>

Demo Froject - AF

Demo Froject - Arrm -
| | >

Fna_|

Cancel |

5 The Special Information Type field populates with Completed
Training or Required Training. Click the Detailsdatafield.

Training: Completions and Evaluations

Continued on next page
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Retrieving Completed Training in HR for a List of Employees,
Continued

Retrieving Training for aList of Employees (continued)

Step Action
6 The Completed Training or Required Training DDF displays.

7 TypeaCourse Titleand click <OK>. Thisreturnsyou to the List
People by Special I nformation Window. Click <Eind> located
next to the Special Information Type datafield.

8 The List People by Special Information Window displays
populated with the course title selected. 1f you want to print a
copy, you may want to export the namesinto an Excel
Spreadsheet; otherwise, you can print only eight attendees at a
time.

B List People By Special Information

Special Information Type [Completed Training
Details | - Benefits....coevieenicnnnnas

Find |

Full Name Type Employee Number Applicant Mumber  Start Date End Date Deta
;!'wa.h, Charlotte A Employee 1621 19-AUG-1998 Retir

a| [c1|

9 Click Action onthe Main Menu and click Export. The Export
Data Window displays.

Export Data

®:To Microsoft Excel
X Autosize all columns
O To a text file (tab-delimited)

Browse. I

Cancel I | Export _I

10 | Click <Export>. Follow the Excel spreadsheet proceduresfor
sorting and printing.
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Obtaining a List of Attendees

Purpose This procedure will guide you through the stepsto obtain alist of attendees
for a specific Event and their status.

See Also Module 1, Fundamentals of the Modern DCPDS
& Chapter 7, Folders
Module 7, Employee Training and Development Using the Modern DCPDS
Chapter 4, Completions and Evaluations
Section: Managing Course Completions and Evaluations

Who Does It
:ﬂ!'_. Componentswill determine the level of accessto employee records.

BeforeYou Thelist of attendees can be used for:
Begin .
< Classrogtersfor classroom instructors.

Alternates Wait Listed for an Event.
Reports.

Obtaining a
List of
Attendees

Step Action
1 Onthe Navigation List — Enrollments — Sudent — <Open>.
The Search for Event Window displays.

Continued on next page
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Obtaining a List of Attendees, Continued

Obtaining a List of Attendees (continued)

Step Action

2 Query the Sear ch for Event Window to locate the Event. With
the Current Record Indicator onthe Event you need, exit the
window.

78 Privacy Act of 1974

Action Edit Query Go Folder Special Help ‘window

$2RDy| SRE EEEE =] =2 £
Escachforbvot __________________________________ BEH|
@J

Title Activity Center Start Date End Date Status Standard Price Ei
- |ahcs Albany, GA  [01.AUG.1998 |1UAUG-1998

E [ADMIN OFFIC 03.AUG1998 [07.AUG-1998  [Normal 250

(JUL 24 TEST |LEAD TRAIN T |Albuquerque, [24.JUL-1998  |24.JUL-1998  [Normal

3 The Enrollment Summary Window populates with the Students
and Event. The Event Titlealso displaysontheTitleBar. The
status of each student; e.g., Completed and Placed, is shown in the
Enrollment Status column.

ﬁgﬁ Mumber Company Event Student Enrallment Statt
= [61] Navy Training |Camba, Tiffany S Ms Completed

62 Navy Training |Austin, Kathleen S Placed

101 Navy Training |Bacon, Anthony L Placed

102 Navy Training |Davis, Annie G Placed

7;
£Z Note: Asthewindow displaysonly eight names at atime, click
Query on the Main Menu and click Count Matching Records. The
number displays at the bottom of the window.

4 If you want to sort the attendees by Enrollment Status before your
next action, remember you can sort only the first three columns.

Click the Folder Tools button on the Toolbar, which becomes

enabled when you navigate to afolder block ;jl@

Continued on next page
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Obtaining a List of Attendees, Continued

Obtaining a List of Attendees (continued)

Step Action
5
= ==
S| vE| B Bel

=

The Folder Tools Palette displays . Tomovea
datafield, click in the data field and then click the Move L eft
button on the Palette. Only thefirst three data fields can be sorted
so move the Enrollment Statusto one of thefirst three positions.

6 Click Folder on the Main Menu and click Show Order By.

You will now see an Order By button under each of thefirst three

1l
datafields -~ . Click the button of a datafield you want to sort.
Click the button again until the message line displaysthe desired
sort setting:

Ascending
Descending
No Ordering

f Note: If you define multiple sorts, the records display in the order
of thefirst data field’ ssort. Then, within that first sort order, the
records display by the sort in the second data field and so on for
the third data field.

7 Since you can print only eight attendees at a time, you may want to
export the namesinto an Excel spreadshest.

Continued on next page
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Obtaining a List of Attendees, Continued

Exporting
Namesinto a
Spreadsheet

Step Action

1 Click Action onthe Main Menu and click Export. The Export
Data Window displays.

Export Data

@®:To Microsoft Excel
% Autosize all columns
O To atext file {tab-delimited)

Browse...

Cancel Export

2 Click <Export>. A Progress Message displays. Once the names
populate, follow Excel spreadsheet procedures for sorting and
printing.
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